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MEMO TO  ALL STATE AGENCI ES AND EMPLOYEE ORGANI ZATI ONS
SUBJECT: Screening candi dates who are eligible for appointnent.

Fromtime to tine, questions are raised regarding the

appropri ateness of devel opi ng and adm ni stering sel ection devices
(witten tests; performance tests; supplenental applications,
etc.) which will be used to screen eligibles certified from

enpl oynment lists or persons applying for transfer or
reinstatenent. GCenerally, any screening process that is based on
job-related criteria should enhance nerit sel ection.

The purpose of the formal selection process (centralized,
decentralized, and del egated testing) is to establish eligible
lists fromwhich departnents may choose qualified persons to fil
positions. Although various |laws and rul es govern the fornal
selection and certification processes, there are fewrelating to
the hiring discretion that appointing authorities have for
choosing from anong those eligible for appointnment. The primary
concerns in the hiring decision are: (1) selection of a well-
qual i fied person for the job; (2) prevention of unlawf ul

di scrimnation; and (3) acconplishnment of affirmative action
hiring goals when deficiencies are present.

The Federal Uniform Quidelines on Enpl oyee Sel ecti on Procedures
regul ate procedures used to select an individual for a job.

These include informal procedures such as job or hiring
interviews. The Uniform Quidelines prohibit the use of any

sel ection procedure that produces adverse inpact unless it can be
denonstrated that the device is job rel ated.

When determ ning the appropriateness of or necessity for
suppl emental or informal screening devices subsequent to
establishment of the eligible list, the follow ng questions
shoul d be consi dered:

1. Why is additional testing necessary? (Note: Generally,
it should not be necessary to test for know edge,
skills and abilities already tested for in the fornmal
exam nati on process.)

2. Are the individuals on the eligible list unsuitable for
the job(s)? Way?

3. Is the formal exami nation deficient? In what way?
Shoul d the formal exam nation plan be nodified?

4. s the correct classification being used? Wul d anot her
cl ass be nore appropriate? Should a new cl ass be
est abl i shed?



5. Does the departnent believe additional testing is
necessary because, although the "generalist” class is
appropriate, sone positions require a specific
expertise? Should a "speciaList" class be established?

Careful consideration of questions such as these may |lead to the
identification and correction of a problem and obvi ate the need
for supplenentary screening devices. However, when suppl enent al
screening is deened necessary, the sane basic selection
principles that govern formal exam nations should be followed in
the adm nistration of any other screening device. For exanple,
you nust avoid discrimnatory questions, and you should neasure
only those job rel ated know edges/skills/abilities the conpetitor
shoul d possess prior to hire and not those which will be

devel oped during the probationary peri od.

Departnments are rem nded that Governnent Code Section 12946 and
regul ations of the Fair Enploynent and Housi ng Conm ssion require
that records of enploynent practices be maintained for a m ni num
of two years. This includes, but is not limted to, applications
and interview notes of applicants who are not hired and materials
used in the selection of an appointee. Ethnic and disability

i nformation provided by an applicant via an application for

enpl oynent nust not be nade avail able to persons responsible for
hiring decisions. CGovernnent Code Section 19705 states that
ethnic data on an individual applicant shall not be nmade
available to any interviewer or any officer or enployee enpowered
to make or influence a civil service appoi ntnment of such

i ndi vi dual .

The Personnel Board does not require departnents to obtain prior
approval of informal screening devices. However, as part of its
appel l ate function, the Personnel Board may accept and resolve
conplaints regarding their use when discrimnation is alleged.

In a June 20, 1986, pink nmenorandum the Personnel Board stated
that civil service test adm nistration should not be contracted
out to non- State entities. This restriction is based on two
beliefs. First, such contracts rarely would neet the provisions
of Governnent Code Section 19130 governi ng personal service
contracts. Second, the establishment of civil service eligible
lists has a regul atory conponent and as such, it is in the public
interest to have the function perfornmed directly by State
Governnent. The second factor does not apply to the exercise of
di scretionary authority to nmake an appoi ntnment which by | aw has
been given to each appointing power. Therefore, in those rare

i nstances where a contract conforns to the provisions of Section
19130, it is permssible to contract out informal selection
procedures used to screen those candi dates which have been

decl ared eligible under the provisions of the Cvil Service Act.
This perm ssible area for contracting does not, however, extend
to any procedure (e.g., background investigation) that can result
in an individual's nanme being wthheld fromcertification from an



eligible list.

Departments requiring assistance with the Federal Uniform
Gui del i nes on Enpl oyee Sel ection Procedures may contact our Test
Val i dati on and Construction Unit at (916) 445-5056. Questions
regardi ng the use of selection devices should be directed to the
Affirmative Action and Merit Oversight Anal yst assigned to your
depart nent.
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